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 Approved May 22, 2005
1.0 FRAMWORK 
1.1 ENDURANCE RIDERS OF ALBERTA

 MISSION STATEMENT 
The mission of Endurance Riders of Alberta is to promote good horsemanship, fellowship, personal achievement and education through endurance riding.
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2.0 BOARD SELF-GOVERNANCE 
2.1 POLICY-MAKING POLICY

Intent:  To provide direction and continuity in formulating policies by stating who writes and approves policy also a time line for those reviewing policies, and those responsible for setting policies.
Regulations:  
1. Any board member or committee chairperson can recommend a policy on an issue.

2. The board must approve any recommended policy.

3. Executive members of the board may make and approve policy.

Procedure:  

1. Executive member and committee policy recommendations must be presented to the entire board one week prior to a meeting of the board where a minimum of a quorum of the board of directors can ratify a policy recommendation.

2. For an outline on policymaking XE "policymaking" \b  see appendix #1.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

Approved:       May 22, 2005            Reviewed______________________

2.2 ONE BOARD MEMBER PER FAMILY OR HOUSEHOLD POLICY

Intent:  To prevent conflict of interest issues or the stacking of board votes to the advantage of one household or family.

Regulation:  No more than one person per household XE "one person per household" \b  and/or family may sit on the board of directors of ERA at any one time.

Procedure:  Secretary will take note of the election of board members and ensure that only one person/household and/or family is elected to the board for the duration of that board positions’ term (one or two years).

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

2.3 MAINTAINING A CALENDAR OF EVENTS FOR THE BOARD POLICY

Intent:  There are certain yearly tasks that the Board of Directors for ERA must do and do on time.  The board should keep a calendar for each year XE "calendar for each year" \b  showing a schedule of when these tasks need to be done.

Regulations:  The secretary of ERA should prepare a yearly calendar that clearly marks important dates by which certain board tasks need to be done.

1. All board members should contribute to this calendar by providing the secretary with the important dates pertaining to their positions.
2. Some of the dates may include, but are not limited to – filing non profit-society papers with the government, sending out motions before the AGM, reviewing policies, and committee deadlines.

Procedure:  The secretary will make up a calendar and enter all-important dates as contributed by board and committee members.  This calendar will be kept with the secretary’s manual.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

2.4 PASSING OF ALL BOARD DOCUMENTS TO THE NEW BOARD POLICY

Intent:  To provide a smooth transfer from out going board to new board XE "board to new board" \b  of directors, all documents, equipment and ongoing project information must be passed on to the new board at the AGM.  If there is a delay in this transfer historically there has been loss of some items.

Regulations:

1. All committee manuals must include policy manual, terms of reference, job description and ongoing project information should be given to the new President at the AGM.

2. Executive board member manuals outlining job descriptions, calendar of events for the board, policy manuals and other documents should be handed to the new member of the board in each position.

3. All club property like laptop, printer, sanctioning box and contents and inventory like completion forms, best condition forms and vet cards should be turned over to the appropriate member of the new board at the AGM.

Procedure:  All board and committee members must bring all club property and documents to the AGM and hand them to their counterpart on the new board. No delays as this only delays getting down to the business of the club and can result in loss of property.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.0 OPERATIONAL
3.1.1 CHEQUE SIGNING POLICY

Intent:  To clarify who can sign cheques XE "sign cheques" \b  and to prevent delay of payments.

Regulation:

1. Two executive and one Director, the President, the Treasurer and a third member appointed by the board of directors will have signing authority for ERA cheques.

2. Every cheque written must have two of the three approved signatures.

3. There will be no pre-signing of cheques by any one of the three approved signers.

Procedure:

1. The board of directors at their first meeting after the AGM will appoint a third person with authority to sign ERA cheques.  This appointment will be by a majority vote.

2. Two of the three approved signatures are required for any cheques written.

3. No one may pre-sign a blank cheque to be kept on hand for future use.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.1.2 LATE PAYMENT OF MEMBERSHIP FEES POLICY

Intent:  To establish a penalty for late payment of membership fees XE "membership fees" \b  so as to prevent last minute membership enrolment for voting or other privileges.

Regulations:  
1. This policy refers to section 2.4 of the ERA Bylaws.

2. People who have not renewed their ERA membership by 90 days after January 1st will be assessed the annual membership fee + an additional $30 late fee.

Procedure:  Person responsible for membership fee collection, (secretary), shall check to see if an application for membership is a new application or a renewal of membership application.  If the application is for a renewal of membership and it is dated more than 90 days after January 1st then an additional $30 fee must be assessed this applicant if they wish to renew their membership in ERA.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.1.3 GENERAL PURCHASING POLICY

Intent:  To provide a guideline for consistent purchasing practices XE "purchasing practices" \b  and to provide an appropriate paper trail of expenses.

Regulations:

1. Board or committee members with the need to purchase items on behalf of ERA must present a written request to the board for permission to purchase the items.

2. The written request must be detailed as to description of the item and 

expected cost.

3. Once the board has approved the item and price a purchasing order is 

issued for that item.

4. This applies to items over $100 Canadian.

5.  If the item is not within the approved budget of the committee or board position then the budget must be resubmitted.

Procedures:

1. At a board meeting, a person needing to purchase an item of greater than $100 Canadian on behalf of ERA will present a written detailed request for funds.

2. The board of directors will review the request and if approved will issue a numbered purchase order signed by 2 of 3 executive board members as per cheque signing authority policy for the requested amount.

3. Obviously the issuing of a numbered purchase order must happen before any purchases are made to ensure reimbursement is possible.

4. Person making the purchase will then submit receipt and be reimbursed for the amount specified in the purchase order.

5. Treasurer to ensure that the amount requested is available either from general account or from casino funds and pay out accordingly.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.1.4 ADMINISTRATIVE PURCHASING POLICY

Intent:  Many small purchases for the smooth and efficient running of the day-to-day administration of ERA are necessary.  To make these purchases with out undo complications purchases under $200 XE "purchases under $200" \b  Canadian will not require a purchasing order once the administrative budget has been approved. 

Regulations:  

1. The board must approve the administrative budget.

2. Once the administrative budget is approved, purchases for general administrative necessities may be made with out a purchase order.

3. Administrative necessities to include postage, envelopes, copying, printer cartridges etc.

Procedure:  The secretary will have the administrative budget approved and then be able to make purchases for general administrative necessities as outlined in regulations, with out a purchase order.

Reviewed:This policy must be reviewed at least once a year at the first meeting of the new board of directors.
 Approved:       May 22, 2005            Reviewed______________________

3.1.5 PAYMENT OF VET FEES POLICY

Intent:  To prevent non-payment of veterinarians XE "payment of veterinarians" \b  that vet ERA sanctioned rides and to ensure an adequate paper trail of expenses for the club.

Regulation:  
1. Vets must provide an invoice or sign a prepared invoice for the agreed payment (based on schedule of veterinary fees from the sanctioning committee).

2. Once the invoice is received a cheque must be written with in 10 business days of the date services were rendered for the total of the signed invoice.

Procedure:

1. Vet will sign prepared invoice or submit his/her own invoice for agreed total for vetting an ERA sanctioned ride.

2. Treasurer makes cheque out to veterinarian for invoiced amount within 10 business days of receiving invoice.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.2.1. FUNDING CRITERIA FOR INTERNATIONAL EVENTS POLICY

Intent:  To provide a consistent and fair method for all members to access funds for international XE "funds for international" \b  competitions.

Regulations:  

1. You must be a member of ERA by January 31st of the year in which you plan to apply for funding from ERA.

2. To be eligible for funding from ERA for international competitions you must have worked at least one 8 hour shift at an ERA casino in the previous year. If unable to do so, a replacement must be provided by the member requesting funding.
3. To be eligible for funding from ERA for international competitions you must have started three ERA sanctioned endurance rides (50 miles or more), with in Alberta in the previous season.

Procedure:  Person or persons responsible for allocating funds to international competitors must be sure that the applicant has met the above regulations before funding is approved.  

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.2.2. ERA/AEF MEMBERSHIP POLICY

Intent:  To ensure that all ERA members meet criteria for coverage by the group insurance XE "group insurance" \b  this is presently Capri insurance.
Regulation:  To be a member of ERA one must be an Alberta Equestrian Federation member in good standing and be able to provide proof of such.

Procedure:  Person in charge of membership (secretary) shall require written proof in the form of an up to date AEF membership card/number before listing an applicant as a member of ERA.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.2.3. SUBMITTING RIDE RESULTS AND SANCTIONING FEES POLICY

Intent:  Delays in payment XE "Delays in payment" \b  of ride results and sanctioning fees causes a delay in reporting of ride results to Horses All, and a delay in providing funds for the general account with the potential to delay payment of ongoing club expenses.

Regulation:  If the ride results and sanctioning fees from an ERA sanctioned ride are not received with-in fourteen days after the ride day, the sanctioning fees will be doubled.

Procedure:  The person responsible for the collection of sanctioning fees and ride results will contact the ride manager if those fees and results are not in by 14 days after the ride.  At this time the ride manager will be informed that sanctioning fees are double what they were.  The sanctioning committee must explain this penalty for late payment in the appropriate place on the sanctioning forms that the ride manager/secretary signs.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

   Approved:       May 22, 2005            Reviewed______________________

3.2.4. SANCTIONING BOX AND CONTENTS PROTECTION POLICY

Intent: ERA provides equipment, namely; 6 hand held heart monitors weigh scales, clock and vet cards, completion certificates, best condition forms and other forms to rides that ERA sanctions.  This equipment represents a substantial investment for the club and over the years much of this equipment has been lost and replaced.  To prevent the club from having to replace this equipment again before its time, we need to have a responsible person who signs the sanctioning forms, sign for and leave a credit card number as security for the sanctioning box XE "sanctioning box" \b  and its costly contents.

Regulations:  

1. The sanctioning committee will provide a form that outlines the need for a signature and a credit card number from the person responsible for signing the sanctioning forms.

2. The sanctioning box and its entire contents is to be returned to the sanctioning director ONLY with in 5 days of the ride –NOT passed to any other person. The box can be handed over directly to the sanctioning director if they are present at the ride or if not then the sanctioning box is locked and shipped prepaid to the sanctioning director.

3. If the person who signs the sanctioning forms for a ride refuses to take responsibility for the safe return of the sanctioning box and its entire contents (minus papers and forms used) by signing for it and leaving a credit card number then ERA will only supply completion certificates, vet cards, best conditioned forms and one copy (to be photocopied as needed), of other necessary ride forms.

Procedure: 

1. Person from the ride who signed the sanctioning forms needs to sign the security form and leave a credit card number.

2. Sanctioning director then turns sanctioning box over to this person.

3. After a ride the box and all its contents are shipped directly to or given directly to the sanctioning director.  Shipping is to be prepaid via Grey Hound or similar courier.

4.  Sanctioning director examines box for content and condition of equipment.  If all is ok then sanctioning director signs off on the form and destroys card number.

5. If any equipment is missing or badly damaged (above and beyond normal wear and tear), the sanctioning director is to contact the responsible person who signed for the box and discuss the situation.  The credit card number on the security form will be charged for any lost equipment or be used to pay for repairs to equipment.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________

3.2.5. MILEAGE BUY BACK POLICY

Intent:  ERA has had to spend a large amount of money to provide mileage awards XE "mileage awards" \b  to people who do not ride any ERA sanctioned rides.  This means that these people contribute $15 in annual memberships only and this is an insignificant amount of money compared to the cost of mileage awards.  To prevent this inequity out of province members need to ride some ERA sanctioned rides.

Regulations:  Any ERA member that wishes to buy back mileage must have started at least 2 ERA sanctioned rides in the season in which the buy back miles were ridden.

Procedure:  The person in charge of mileage awards must ensure that any member applying to buy back miles, entered and started at least two ERA sanctioned rides in the same year as the buy back miles were ridden.

Review:  This policy must be reviewed at least once a year at the first meeting of the new board of directors.

 Approved:       May 22, 2005            Reviewed______________________
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